How to use this Wizard

The following document will assist you in understanding and navigating the interactive “Start a
Business” wizard.

Use our wizard to receive a personalized checklist of what is
needed to get your business started in DC.

¥

\ The wizard will take approximately 30 minutes and can be saved and restarted at any time,

START WIZARD CONTINUE WIZARD HOW TO USE THIS WIZARD

From the Start page you may start a new wizard session, continue an existing wizard, or download and
view/print this How to use this Wizard document.
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1. Starting a Wizard

This wizard is a dynamic questionnaire that will ask you questions based upon your previous answers.
You will be assigned a unique Wizard ID number. This number is required to resume your wizard at a
later time.

The wizard does not include a number of licenses that are mentioned under the NOT included list.

Start 2 Business Wizard

Welcome to the initial release of the “Start a Business™ wizard for p-ruspectiw busmess oWners
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Click on icon to begin the wizard, click icon to go back to the

Home Page
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Give Your Wizard A Name

Smith Family Restauran

Enter Your Email Address (optional)

Write down the eight-digit Wizard ID number that appears on the page. This number uniquely identifies
your wizard responses and the resulting personalized checklist. You may interrupt the entry of the wizard
at any time. The wizard automatically saves your answers when you move from page to page so that you
will not lose any information. When you return to the wizard to resume answering questions or to review

Give Your Wizard a Name — Enter a

ddre

and confirm a wvalid email a

18

where your  wizard questions and

Please write dowr
Wt Al yois To re

howut fosing
are automatically
2 and then retur

o complete or review It
Your Wizard 1D number will be
address you provided on previous scre

your checklist, you must enter the Wizard ID number assigned.
NOTE: Your wizard will stay in the system for 90 days before the information is removed.

Select the

Page |3

icon or click ‘x’ to continue.



NOTE: If you provide a valid email address, your Wizard

. . SINCEYOU Chosa ot 10 provide an Ema
ID number will also be emailed to you. If you choose not | addrecs we wil not be able 1o send you the
to provide an email address; the system will not be able to Wizard ID number via emali
contact you. A modal will be shown as a warning message. m

Select “OK” to continue.

Steps for Express Wizard:

Select any of the 6 Express Wizards Icons from ‘“business activity” section, for a faster and more
streamlined result.

Dietailed Wizard

Food Serdces @
General Business Activity and Consulting @
Professianal Services @

& Real Estare & Rentals @

Restaurant &

Choose Detailed Wizard to run the ‘Regular Wizard” which helps the user to answer questions
for each wizard step so as to derive a personalized checklist.

The Express Wizard essentially has 3 steps with questions displayed in “checkboxes” or “radio buttons”
format in a list view enabling the user to reduce their wizard processing time to derive their personalized

checklist much faster than a regular wizard.

Step 1: In this example, user will be presented with questions in radio button format when the user chooses to
opt Real Estate & Rentals express Wizard.

Page | 4



Start a Business Wizard

Your Wizard I0: 32495060

The progress indicator shows in green which of the four (4) steps you are answering questions for. It may
also be used for navigation. If you want to revisit a particular step, simply click on the appropriate step

“ball”.

This button allows you to move to the next page. Each time you navigate from one page
to another, your information is saved.

This button allows you to return to the previous page.

Step 1. Business Activity

For this section you may neec
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Choosing Real Estate & Rentals will take you to the following screen, where you can choose your
business characteristics.

In which business activity will you engage? (Please select one};
Areyou gomg to operate a hotel? @
8/ #rgyou Eoing to oparate.an inn or monet? @

Arg you going to provide sharterm lodging (up o @ gussts and up to 3
EuEst bedvanma) in which breskfast 5 the only meal sereed™ @

Al ¥OU EOiNg 1o provide sleeping accommodations iIncluding maats 1o T
of mare peogle” @

Arn yoo going to provide sleeping accommuodabions bo 2 or more people?
"]

Are you Qoing 1o rent out your home to accommaodate not mome than teo
famikes™ &

Are you gomg ta renl out your house to saccommodate not more than one
famiy? @

ArE youl going 10 réntflease apartmsms? @

LA DC oeve by ToT Bomrebil CATIET B Uin Fidra Lvrn P ST BEIEFTEE Comsrx s ﬂ.

BUSINESS CENTER START AR TAIN START WIZAZD LOOKUP
L R T

Start a Business Wizard
¥ou are niow executing the Real Estate & Rentals Express Wirard.
Your Wizard 1D 34961208
>
Business Activity
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Choose Inn or Motel & click Next to go to the next page of the wizard >> for the commonly associated

license questions where checkboxes with multi-select feature is available.

Do you also plan to engage in any of the fellowing additional
related business activities? If so please select any that apply:
»  Food ¥ending Machine @

' Hestaurant @

Senmming Pool @

Step 2: You will be presented with recommendation text “You must have a DC commercial location for
this business” for Physical Location based on the BBLs (Basic Business License) detected by the system

to be included in your personalized checklist.

You must have the following

You must fave a D commercial location far this business
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Step 3: You can select the applicable answer options for questions related to “Corporate Structure’
based on which the relevant checklist item is derived for “Corporate Structure” and displayed.

Step 3: Corporate Structure

Tell LS Fow wour Busiress isarganited ile, Soo
Progriesarship, LLC, Corporation; etc)

For this section you may need

Crganitatianal Doturments

Step 4.You will be presented with wizard completion message per below screenshot. Click on the “
icon button to view your personalized checklist information.

Congratulations!
You have completed the BBL wizard.
Based on the informaticn you provided, a personalized checklist of
the appropriate BBLs and supporting documents required by the
Department of Consumer and Regulatory Affairs (DCRA) to start
your business was created and is shown on the following page.
Your personalized checklist provides details on each step of the

process and lists them in the order they must be completed.

Please note that the checklist is also available Iin PDF format
Select the “Download and Print™ option to open your PDF
checklist. This PDF can be saved to a local drive and/or printed on

a local printer. Select "Email” to send the PDF to yourself and/or

others.
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Steps for the Detailed Wizard:

2. Entering Business Activities

Will you be doing any of the following activities?

Beauty & Health @
Charitable Services @
Employment Services @
Entertainment & Recreation @
v Food & Beverage ©
Funeral Services @
Gasoline, Solid Waste & Hazardous Materials @
Home Improvement and Security @
Laundry Services @
Motorized Vehicles, Parking and Towing @
Moving & Storage @
Real Estate & Rentals @
Retail Sales, Consulting, and Other Services (2]

Used Goods Dealing & Sales @

Pages with check boxes allow you to select one or more items from a list. In this example, a user is

selecting the business category “Food & Beverage”.

The @ icon provides an overall definition of the associated business activity. This may prove helpful in
choosing the appropriate category or categories for your business. For example, selecting icon next to the

“Food & Beverage” category will display the following information:

The Food & Beverage category includes: restaurants; catering
services, bakeries; delicatessens, grocery stores, on-site
preparation and sale of food andfor beverages for consumption
off-site; sale of pre-packaged foods/beverages; sale of food
products from a vending machine; and sale of raw foods (j.e.
uncooked meats, dairy, produce, efc).

To exit this information box, click on the X in the upper right hand corner or simply click somewhere

else on the page outside of the box.
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3. Enter Business Characteristics

For each business activity selected from the previous list, you must choose one or more business
characteristics that apply to your business. Continuing our example, Smith Family Restaurant would fall
in the “Food Sales” characteristic.

Please Pick Your Business Characteristics

Food & Beverage
Catering
v Food Sales

4. Answering Questions

Are you going to bake and sell baked goods (i.e., bread, cakes,
cookies, etc.)?

Yes « No

For example, while answering questions about Smith Family Restaurant, you are asked the question
“Are you going to sell food products from a vending machine?” Your answer to this question may
require you to obtain another business license in addition to a restaurant license.

Are you going to sell food products from a vending machine?

Yes = No
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Question Help

As you move through the wizard, you will seethe = = icon below each question. Click this icon
to display context sensitive help related to the question.

This applies to parking services initiated from a public space (i.e,

To exit this help message, click on the X in the upper right hand corner or simply click somewhere else on
the page outside of the box.

5. Corporate Structure

You provide information of your business and how it is incorporated that will help the wizard provide you
with the correct checklist item for “Corporation Structure” type required for your business activity.

Step 3: Corporate Structure

el us hcsv vour Businges orzanized |

For this section you may need

rganizational Dooument

Select the answers via radio button options presented for questions related to “Corporate Structure” per
below screenshots. You will be able to perform a single select for pages with radio buttons options based
on which a checklist item is derived.
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Do you currently have a company that you use to do business?

Yes = No

=

Please select type for creation of a new business entity within
DC

For Profit Corparation

General Cooperathve Association
Limited Cooperative Association

Non Prafit Carporation

Professional For Profit Corporation
Professional Limited Liability Company
Statutary Trust

Limited Liabilicy Company

Limited Liability Parmership

Limited Parmmership

®  None of the above

Do you plan to operate your business under a Trade Name?

= e i ]#]
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6. Reviewing Questions/Answers

As you progress through the wizard, you will see the IR icon on the page.

Start a Business Wizard : Smith Family Restaurant

Your Wizard ID: 24376546

Click this icon to review the questions and answers you have provided thus far as you move
through the wizard. This information may be downloaded as a PDF document for printing
or storage on your local computer. You can also email the information to any valid email
address

Wizard Review

+ Download & Print @ < Email

™

Step 1: Business Actlvity

Business Activities Fea Estate B Bertals

Business Characteristics - Feal Extate & Rentals

Arepou going.bo operate an inn or motel T Answer: Yas
Food Vending Maching ANSWEr: Yes5
REsTaurant Answer: &5 Re\fisit

Step 2: Physical Location
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s &5 To download, view, and print these questions/answers, you will need
Adobe Acrobat Reader. If this software is not already loaded on your device, click the @ icon for
information on how to obtain this free Reader. You can also email the information to any valid email
address by clicking on the icon.  [*4] Email

To exit this review, click on the X in the upper right hand corner or simply click somewhere else
on the page outside of the box.

If you want to re-visit a particular question, perhaps to change your answer, just click on the EEEiias]
icon. This will reposition the wizard to the selected question. This feature allows you to “jump” from
question to question throughout the wizard.
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Sample PDF version of questions and answers:

Bt DC Business Mame: Smith Farnily Restaurant

A R R E BTN Wizard |D: 25482933

hittocfteeerw business do.gov

Food & Beverage
Maotorized Mehicles, Packing and Towing
Selected Business Characteristics '
Food & Beverage
Food Sales
Motorized VWehicles, Parking and Towing
Auto Parking
Cluestions: Answers:
Ara you going to bake and sell baked goods {f.e., bresd, cases, cookies, atc )7 Mo
Ara you going o prepare food and'or bewerages for sale via drive-thru, takeowt or carnyout? Mo
Ara you going o sell pre-packaged foods/beverages? Mo
Ara you gaoing to sell food products from a vanding machine? Mo
Ara you going (o sell raw focds {Le., uncooked meats, dainy, fruits, vegetables, eto. )7 Mo
Ara you going o operate a restsurant? =
Ara you going o operate a parking establishment? =
Ara you an individual who will parkésuparvise parking on behalf of a licensed parking facility? Mo
Ara you going (o operate a valet parking business? =

Step 2: Physical Location

You must have a DC commercial location for this business _

Stap 3: Businass Structure

Wilat s the current status of the company? Mo Existing Company

Step 4: Tax and Revanus

Dioss your business ows more than 5100 to the DC Govamment? Mo

DISCLAIMER: The Department of Consumer end Regulatory Affeirs {DCRA) has used every effor to ensure that the information provided on
this checklist is eccurate and up 1o date. Tha information provided using this checkiist is only intended 1o be general summany information to the
public. Itis mot interdad 10 teke the place of aither the writien law or regulations. it shell not serve as the sobetitute for eeaking legal advice from
corporate attomey or certified public accountant.

Page 1 of 1
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7. Personalized Checklist

Once you have completed all the questions asked by the wizard, you will be presented with a results page,
showing your personalized checklist of items to be accomplished in the order as mentioned.

4 Download & Print @ 54 Email [ Expand All(+]

.Corporate Structure

t

rick Start Guide v‘

5]

:Verify Clean Hands with OTR

3. Obtain a Certificate of Occupancy Quick Start Guide

e

. Obtain an Inspection fram the Department of Health (DOH) 23] Quick Start Guide

5, Contact the Alcoholic Beverage Regulation Administration (ABRA) [E7] Quick Start Guide

o

(Get-a Basic Business Licensels) [E7] ' Quick Start Guide

4 4 4 4 4 4«

7. Weights and Measures [E7] Quick Start Guide

DISCLAIMER : The Department of Consurner and Regulatory Affairs (DCRA) has used every effort to ensure that the information provided on this
checklist is accurate and up to date. The information provided using this checklist is only intended to be general summary information to the public. Itis
notintended to take the place of either the written law or regulations. It shall not serve as the substitute for seeking legal advice from corporate attorney
or certifiad public accountant.

To close the “expanded” view of a step, click on the A jcon

To expand all items on your check list, click on the “Expand All” link. To Collapse all items, click on the link
“Collapse All
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Ore or mare af the basic busness Bcenses vou selected may require 2sage of welghing and measuring devices regulated by DCRA'S Diviskan of Wedghts and
Measures. 5f 5o, you must register those devices and schedule an inspection

Beforw |5 & list of regulated devices frequently Lsed by other District companies with pour business foous

Enm and Motel

WP Sronmers : Product label bae code scanner for price and inventory retail transsctions.

Toensur Chat you are i Bull camgliance with DC regulations, B pour Business scThily & 1ocated within DC B sure-to Inform the Welghts 20 Measues Divisien
al &l the devices you plan to use. Fallune 1o register o welghing cr measuring desloe coull result in a fine or Intesruption to yoir iisingss activitg. These
diloas maist b inspected batare they ane uged

Tosew a camglete Bl of regulated waights anl meadunes devices ar to register 3 device, go o
nebpeticera g govisarel cevregl ser-chindd pe-weRahis ard ressuras.

ar call eur offoe

Thit Divisice OF Weighs ani Megsires

Depasiment of Corlemer ard Regulatary AMairs

100 41k Sareec 5, 2l Foar

‘Washington, D 20034
1202} 698-3130

| Corporate Structure = Guick Start Guidm '

2 Merify Clean Hands with OT 157 Quick Start Gaide

Emsure that your business has “Clean Hands™

Ti ansure that your sccounts receabids and Lok returns with the District Government are up-to-date, visit the Office of Tax and Revenus (OTR and request a
Certificate of Clean Hands or request the farm enline (Hitprdoforms dogowiwebformvcertificate-cean-hands-formessycertficate-good-standing

Diffice of Tak and Revenue {OTR) | am s SRt
Tax & Revars & _I
W TR0 ath Strest SW. Suite 290 West Washinglon, DC 20024 Wi b o
= o
WD L) TI7-a6EN i ,
® B DLEMW
3 Wotpediokr ofe. B2 gOwipagE 188 i harile | i K B |
i Cosroer A
N Mt Waim B BA 52 irm
— I -. +
v e o -

A8, I Sergw-Ew ey Trreeotle S g e

The “expanded” view will provide specific information related to this step in the process of setting up
your business. The information includes the street address (with map), phone number, and web address
of the applicable agency involved.

Weights and Measures devices registration is mandatory for all BBLs.
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You can also email the checklist to any valid email address by clicking on the [ &msil icon.
Sample PDF version of personalized checklist:

An

AboutUs News Events Storles Resources ContactlUs | O

or land and ensures the use is gligned with regulations.

cunancy can he obtained in three (3) stens: OTHER RESCURCES

= DC Commerdal Address Reguired

son for your Cof O application (i.e, New

= Indanondare Apsnte ary

= DC Busin

=« [hange Corporats Structure

« Basic Business BEL)
Step 3. Waik for application review, inspection and approval from the Permits »  Adding a Busines:
Division, (202) 442-4576 or visit DCRA at 1100 4in Street, W, Znd Floor, Washingron, « Tax Registration
DC 20024,

**A Home Occupation Permit (HOP) can be obtained in the online
application (05UB) process for a Basic Business License or can be submitted in-
person in the Permits Center. To obtain a HOP;

Step 2. Submit $36.30 payment.

*Review the Certificate of Occupency Checklist for voriations in the application process.

**Review the fiome Gccupatfon Permit Checkitst for variations in the appifcaiiens progess.

External Resource

hup:/fdcra gdo.gov/pagel/ permits-codes-zoning

Department of Consumer and Regulatory Affairs ot * &
1100 4th Street, SW, Washington, DC, 20024 oo ? g
i Marina = a1 1100 &th 151 SW =
Office Hours: Morday Tuesday Wednesday,Fritay B-30arm to 4 305 e e e L _' o
Dhanma. (AN 440 AANN jd] '

Use the back arrow | € “of your intemet browser to return to the wizard results page.

Your personalized checklist may be downloaded as a PDF document for printing or storage on your
local computer by clicking on the |i Download &Print @ ‘ icon.
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BUSINESS CENTER

Checklist for Business: Smith Family Restaurant

Wizard |D: 25482933

http://www.business.dc.gov
The foliowing checklist items must be accomplished in the order they are listed.

Selected Business Activities
Food & Beverage

Food & Beverage

Food Sales

Matarized Vehicles, Parking and Towing
Auto Parking

1. Create a Business Structure

Form a Businsss in the District

(=

DCRA - Corporations Division - Division of Depariment of Consumer and Regulatory Affairs (DCRA)
1100 4th Street SW, Washington DC 20024

D (202) 442-4400

hitpdidera.do.goviservice/corporate-registration

Contact the Department of Consumer and Regulatory Affairs' (DCRA) Corporate Division to establish your new business structure,
DCRA is ready 1o help you form your new Corporation, LLC, Limited Liability Partnership, or other business type either in person or
onling.

2. Register Your Business with the Office of Tax and Revenue (OTR)
Complete Form FR-500

Office of Tax and Revenue (OTR) - Divislorr of Office of Tax and Revenue
O 4101 4th Street, SW, Suite 270 West Washington, DC 20024
o (202) 727-4829

http:/fotr.cfo.do.gov!

Complete Form FR-500 at the Office of Tax and Revenue or on their websile (https:fwww taxpayerservicecenter.comifrS00/). Not-
For-Profit businesses must also complete form FR-164. This paperwork must accompany your application for a Basic Business
License (BBL) at DCRA.

3. Verify Clean Hands with OTR

Ensure That Your Business Has "Clean Hands"

Office of Tax and Revenue (OTR) - Division of Office of Tax and Revenue
1101 4th Street, SW, Suite 270 West Washinglon, DC 20024
D (202) 727-4829

http:ifotr.cfo.dc.gov/page/clean-hands

Revenue (OTR) and request a Cerlificate of Clean Hands or request the form online (hitp:/fdcforms.de.goviwebform/fcertificate-
clean-hands-formeriy-certficate-good-standing).

SN a Leliics ol oaipancy

To ensure that your accounts receivable and tax returns with the District Government are up-to-date, visit the Office of Tax and
i
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8. Returning to a Previously Started Wizard

Once you have completed your wizard — or if you left the wizard without completing all the questions
— you may return at any time.

Use our wizard to receive a personalized checklist of what is
needed to get your business started in DC.

The wizard will take approximately 30 minutes and can be saved and restarted at any time.

START WIZARD CONTINUE WIZARD HOW TO USE THIS WIZARD

icon on the Start page and you will be

To review or complete a wizard click the
prompted to enter your personal Wizard ID number.

Enter your Wizard ID:

| 25482933

Enter your number and click the icon to resume the wizard.
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